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APPLICATION FOR RECORDS RETENTION ~CHEDULE 

INSTRUCTIONS: Sse Publication No. 76-RM-1 for inrtructionr on compteting this form. Forward signed original to 
D e p c m m t  of Archives and History, Aaawds Management Division, 330 Capitol Avenue, Atlanta, Gmrgia, 30334. 
Attention: Scheduling !%xion. 

mn UENCI uss 11. Aganw Addreu FOR RECORDS MANAGEMENT WE I ~~ 

wpliatlon Rn Georgia Department of Human Resources 
Commissioner - Office of Regulatory Ser- 
vices - Licensing Services Unit 

2 FwontoContlct Working Title Telephone Nu- 

3. Adon R w u d  

894-5688 Ms. Audrey Lane Chief, Licensing Services Unit 
--c--c.l 

8. Q h b m n  Retention Schedule: record will continua to ~CCumulaQ. 
b- 0 Dirporr of mmt rccymulation: no funhu accumulation anticipated. 

7 attached 

OlQckone: 0 change ; 0 Suoercede; 0 Void - .  
amrdr S r i a  titk (followed by tide usad in o f f b ;  if diffefentf 

. .  
8 . .  

EulkSt Lam 

A OivisiondOfHaFu 

attached listing 
What is the fundon of tho Division and the Office in which this record wios is crested7 :' 

~ ~ . . ~  I , __ . - .- j 

,Off ice  of Regulntory Services has t h e  r e s p o n s i b i l i t y  t o  provide f o r  t h e  supervision and monap,ement of the  
?epartmcnt 's  regula tory  and q u a l i t y  c o n t r o l  funct ions including w d i c a l  care  f a c i l i t i e s ,  laboratory f a c i l i -  
: t i c a  and chi ld-car ing and child-placing agencies and f a c i l i t i e s ;  t o  insure o b j e c t i v i t y  i n  these a c t i v i t i e a :  , 
' t o  f a c i l l t a t e  communication and coordinat ion;  
i regulatory a c t i v i t i e s  end move t o  a standardized approach t o  enforcement; t o  f a c i l i t a t e  the developoleut of ! 
i n t e r p r e t i v e  w i d e t i n e s  and a cons is ten t  approach t o  i n t e r p r e t a t i o n  of regula t ions ;  and t o  provide a mechanlem' 
' t o  a s s i s t  i n  the  development of plans f o r  fu ture  regula tory lqua l i ty  aesurance funct ions where needed. 

', 
L k e n a i n g  Services  Unit  is respons ib le ' for  t h e  l i cens ing  serv ice  program for a l l  chi ld-car ing and child-placing: 
/agencies and f a c i l i t i e s  i n  the  S t a t e ;  f o r  es tab l i sh ing ,  in te rpre t ing ,  and implementing p o l i c i e s  and procedures* 
, including minimum requirements f o r  t h e  l i cens ing  of such agencies;  
(than 1500 l icensed agencies serving approximately 100,900 chi ldren ;  
:departments, and ind iv idua ls  i n  t h e  enforceusnt of t h e  Licensing Law; 
c a t i o n s  f o r  Federal  fund. i n  program areas.  

t o  enhance t h e  Department's a b i l i t y  t o  develop policy on 
1 

I 
! 

for superviains  s t a f f  t h a t  works w i t h  more 
f o r  working with c o m i t t e e s ,  court#, O t h e r  

4nd for preparing p r o p a a l l  *nd appl i -  
~ ~~ ~ -~ 

~~ ~ . .  .~ i ~ ~~ 

.. 
1. R w r d  S I r k  W i p d o n  

h m e n t s  relating to: 

This file mta inr  the following documents (indude fwm numbers& tides, if any/: 
Am& samples of th. file. A i  , . ~ .  . . -  , . .  ?' . ! ~ , . 1  . 

see attached listing 

Included we: 

... 

1 ' .  
. .  .,. ~ 

. ,  

? -.. ~ . .  
. ,  . . .  :~ t 

~ . - , >. 

File is anam: 

L I -  

3. Monthly rater en^. Rate 
One 10 six monrhs old 7 .  > : .  
- i '  

, . .: , Hew :: often am-recordr referred to which are: 

' *. ; Sawn to twelve months old ; fiirtwHI to twenty-fow, months old - . .  p y f i v e  months and older' 

. L n m - $ Z l  drawus - , ~; L.gll+ &Wert" $ . ~  ~ ,' 

. . . .  . . .  #. h n w l  Rate of Ammuladon of Rocwdr .. 
; Shelves : Other IwsCiYv) - .  . . .  
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V U I W I  10. auationnrin (Place an "X" in the prom aolurnn) 

h. Is thue a dup1icatio.n of @is mrhs i? your ofna. 01 in another offlw 01 agency? 
X ,,dre7 District  Office dnd Chi ld  Care Licensing Worker/Consultant " 

see attached l i s t ing  

IZ *ppovad Obporttion ~ ~ U T u C U O M  n i r  agency recommmdr that dre fik series k cut off at dre end of a h :  - 
0 Calendar Y u r ;  0 Fiscal Yaw; 0 Other then, 

0 Wold in U n  current f i b  area mOnth(S) wads); then 
d transfer to loal holding area; hold 
0 Transfer to Stam Aemrds Canter; hold 
0 b.moy. 
0 T r d u  to Suta Archim for parmanant retention. 
0 othr l$oscHLI 

war(r1; then 
yeads); then 

._ 
see attached l i s t i n g  

, /  I 

l h m  inmudons apply to all prior and f u m  accumulations of the series, 

1 1  

Y 



I $ . Afplicat ion f o r  Reaords Retent ion Schedule ' ' 
:hild Care Licensing Se rv ices  

i 

No. Desc r ip t ion  

77- 
CHILD PLACING AGENCf LICENSING 
FILES - Documents r e l a t ing  t o  
l icensing f a c i l i t i e s  t o  operate  
as an agency f o r  placing chil-  . 
dren f o r  adoption or i n  f o s t e r  
care. Included are: narrative 
repor t s  as t o  findings upon 
annual inspection of f a c i l i t y  
and records f o r  l icensing re- 
view; and, where applicable, 
recomendations f o r  improve- 
ment; let ter notifying in- 
s t i t u t i o n  tha t  c e r t i f i c a t e  
has been issued; and re la ted  
correspondence. "he f i l e  is 
arranged alphabet ical ly  by 
name of f a c i l i t y .  

465 

Dispos i t i on  

Active F i l e s  __--- 
Child Care Licensing 
Worker1 Consultant 

District O f f i c e  

S t a t <  Cen t ra l  Child Care - L i c e n s i n g  Off ice 
C u t  off f i l e  series a t  end of i * 

each calendar  year ;  hold i n  ' I ?  c u r r e n t  f i l e s  area 2 years;  
then des t roy .  ~ 

Fxcep t ion: 
t r a n s f e r  t o  S t a t e  Archives 1 
f o r  permanent r e t e n t i o n :  ' 
a l l  papers  for yea r s  ending 
in 9 . i 

Should f a c i l i t y  l i c e n s e  be 
terminated f o r  any reason: __-___ 

Child Care Licensing 
Worker I Consul tant  

Upon terminat ion of l i c e n s e  
f o r  a p a r t i c u l a r  f a c i l i t y ,  
remove c u r r e n t  l i c e n s i n g  
summary s ta tements ,  f i re  and 
h e a l t h  in spec t ions ,  memos. 
n o t e s  from drop-in v i s i t s ,  
measurements and b l u e p r i n t s ,  
letters, self-s tudy.  and 
a p p l i c a t i o n  f o r  license; 
t r a n s f e r  above-l is ted papers  
t o  S t a t e  Cen t ra l  Child Care 
Licensing Off ice;  des t roy  
a l l  o t h e r  papers.  

D i s t r i c t  O f f i c e  
Upon terminat ion of l i c e n s e  
f o r  p a r t i c u l a r  f a c i l i t y ,  
des t roy  a l l  papers p e r t a i n i n g  
to t h a t  ope ra t ion .  

S t a t e  Cen t ra l  Child Care 
Licensing Of f i ce  

Upon r e c e i p t  of r eco rds  from 
WorkerlConsultant, combine - 
a l l  papers ,  removing dupl i -  
ca t ions ;  p l a c e  f i l e  contain- 
i n g  combined papers i n  i n a c t i v e  
f i l e ;  c u t  o f f  i n a c t i v e  f i l e  
series a t  end of each calendar  
year ;  hold i n  c u r r e n t  f i l e s  
a r e a  2 yea r s ;  t r a n s f e r  t o  
S t a t e  Records Center;  hold 
3 years;  the? des t roy .  

Except i o a  : 
t r a n s f e r  t o  S t a t e  Archives 
f o r  pcrtmnen: r e t e n t i o n :  
a l l  papers  f o r  y e a r s  ending 
i n  9. 



--_I --- -=.- _.____Ic_ . .  

4 Ap&cation fo r  Records Retenti011 Schedule 

Child Care Licensing Services 
... .~ i 

&.- 

77- qbb 

Description 

MATERNITY EIOME LICENSING FILES - 
Documents nelathg to lfcensing 
facilfties to operate as a 
Maternity Home. Included are: 
narrative reports as to findings 
upon annual inspection of the 
facility and records for licens- 
ing review; and, where appli- 
cable, recommendations for im- 
provement; letter notifying 
institution that certificate has 
been issued; and related corre- 
spondence. The file is arranged 
alphabetically by name of facil- 
ity. 

Disposition 

Active F i l e s  

Child Care Licensing 
Worker/ Consultant 

D i s t r i c t  Off ice  

Statq Central Child Care 
Licensing Office 

- -  

C u t  off f i l e  s e r i e s  a t  end of 
each calendar year; hold i n  
cur ren t  f i l e s  area 3 years; 
then destroy. 

Exception: 

1 
- 

t ransfer  t o  S ta t e  Archives 
for permanent retention: 
a l l  papers f o r  years ending 
i n  3’. 

Should f a c i l i t y  l i cense  be 
terminated fo r  any re- 

Child Care Licensing - Worker / C o n s u w  

upon termination of l i cense  
fo r  a par t icu lar  f a c i l i t y ,  
remove current  l icensing 
summary statements, f i r e  and 
heal th  inspections, memos. 
notes from drop-in v i s i t s ,  
measurements and blueprints. 
l e t t e r s ,  self-study. and 
appl icat ion f o r  l icense;  
transfer above-listed papers 
t o  S ta t e  Central Child Care 
Licensing Office; destroy 
a l l  other  papers. 

Upon te rn ina t ion  of l i cense  
f o r  par t icu lar  f a c i l i t y ,  
destroy a l l  papers per ta ining 
to  tha t  operation. 

D i s t r i c t  Off ice  ____-- 

Sta t e  Central Child Care 
-- Licensing Office 

Upon rece ip t  of records from 
Borker/Consultant. combine 
a l l  papers, removing dupli- 
cations; place f i l e  contain- 
ing combined papers i n  inac t ive  
f i l e ;  c u t  off inac t ive  f i l e  
s e r i e s  a t  end of each calendar 
year; hold i n  current  f i l e s  
area 3 years; then destroy. 

Exception: 
t ransfer  t o  S ta t e  Archives 
for  permanent re tent ion:  
a l l  papers fo r  years ending 
i n  -3-. 
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i Application f o r  Records Retention Schedule - * 
, Child Care Licensing Services 

No. D e s c r i p t a  

CHILD CARING INSTI~fION 
LICENSING FILES i Documents 
r e l a t i n g  t o  l icens ing  f a c i l -  
i t ies  t o  operate as a Child 
Caring I n s t i t u t i o n  (for  dis-  
turbed children).  Included 
are: na r ra t ive  repor t s  as 
to f indings upon annual in- 
spect ion of t he  f a c i l i t y  
and records f o r  l i cens ing  
rwiew: and, where appli- 
cable, recommendations f o r  
improvement; let ter noti-  
fying institution t h a t  cer- 
t i f i c a t e  has been issued; 
and r e l a t ed  correspondence. 
The f i l e  is arranged al- 
phabet ical ly  by name of 
f a c i l i t y .  

47* 4d7 

I 

Disposition 

Active F a  

Child Care Licensing 
Worker1 Consultant 

D i s t r i c t  Office 

S ta t<  Central Child Care 
Licensing Office 

- -  

Cut off f i l e  series a t  end of 
each calendar year; hold i n  
current  f i les  area 3 years; 
then destroy. 

Except ion: 

! 

t ransfer  t o  S t a t e  Archives 
fo r  permanent retention: 
a l l  papers f o r  years  through 
1950; thcreaf ter .  a l l  papers 
f o r  years  ending i n  0. 

Should f a c i l i t y  l i cense  be  
terminated fo r  any reason: 

Child Care Licensing 
Worker I Consultant 

Upon termination of l i cense  
f o r  a par t icu lar  f a c i l i t y ,  
remove current  l i cens ing  
summary statements, f i r e  and 
heal th  inspections, memos. 
notes from drop-in v i s i t s ,  
measurements and blueprints ,  
l e t t e r s ,  self-study. and 
appl icat ion f o r  l icense;  
t ransfer  above-listed papers 
t o  S ta t e  Central Child Care 
Licensing Office; destroy 
a l l  other  papers. 

Upon termination of l i cense  
fo r  par t icu lar  f a c i l i t y .  
destroy a l l  papers per ta ining 
to  tha t  operation. 

D i s t r i c t  Office 

S ta t e  Central Child Care 
-- Licensing Office 

Upon rece ip t  of records from 
NorkerfConsultant. combine 
a l l  papers, removing dupli- 
cat ions;  place f i l e  contain- 
ing conbincd papers i n  inac t ive  
f i l e ;  cut off inac t ive  f i l e  
s e r i e s  a t  end of each calendar 
year; hold i n  c t r r e n t  f i l e s  
area 3 years; then destroy. 

Exception: 
t r ans fe r  to S ta te  Archives 
f o r  permanent r e t e n t i o n :  
a l l  papers fo r  years through 
1950; thereaf te r ,  a l l  papers 
f o r  years  ending i n  0- 



J , hpplication fo r  Records Retention Schedule 

I Child Care Licensing Services 

No. Description 

FAMILY DAY CARE HOMES' REGIS- 

m e n i s  r e l a t ing  t o  ' I tcensing 
faci l i t ies  t o  operate as a 
Family Day Care Borne. In- 
cluded are: form DCS/SSS(l) 
-9 (Application f o r  License) 
which shows name and address 
of appl icant ,  number of per- 
sons receiving care, age 
range of persons receiving 
care, hours i n  which care is 
given, number of s t a f f ,  de- 
sc r ip t ion  of services  offered, 
descr ipt ion of physical  f a c i l -  
i t ies ;  and s ignature  of ap- 
p l icant ;  and form DCSiSSS(1) . 
-38 (Rev. 3-75) (Memorandum of 
V i s i t )  which shows name of in- 
ves t iga tor ,  name and address 
of f a c i l i t y ;  purpose of v i s i t ;  
f indings (number of chi ldren 
and number of s t a f f ) ,  whether 
or not care is adequate, ac t ion  
taken o r  ' to  be taken, and other  
remarks. The f i l e  is arranged 
alphabet ical ly  by name of home. 

77' $4 . TRATION L ~ C ~ N S I . N G  FILES - DOC-. 

Disposition 

Active F i l e s  

Child Care Licensing 
Worker1 Consultant ~ 

District Off ice  

Stat?  Central Child Care 
Licensing Off ice 

Cut off f i l e  series at  end of 

current  f i l es  area 3 years; 
then destroy. 

Exception: 

each calendar year; hold i n  !- 

t ransfer  t o  S ta t e  Archives 
fo r  permanent retention: 
an papers f o r  1979; and ' 
thereaf ter .  a l l  papers for 
years  ending i n  9. 

Should f a c i l i t y  l i cense  be  
terminated f o r  any r e a s  

Child Care Licensing 
Worker / Consultont 

Upon termination of l i cense  
f o r  a par t icu lar  f a c i l i t y .  
remove current  l icensing 
summary statements, f i r e  and 
heal th  inspections, mems, 
notes from drop-in v i s i t s .  
measurements and blueprints, 
l e t t e r s .  self-study. and 
appl icat ion f o r  license; 
t ransfer  above-listed papers 
t o  S ta t e  Central Child Care 
Licensing Office; destroy 
a l l  other  papers. 

Upon termination of l i cense  
f o r  par t icu lar  f ac i l i t y .  
destroy a l l  papers pertaining 
t o  tha t  operation. 

District Off ice  

S ta t e  Central Child Care 
Licensing Office 

Upon rece ip t  of records from 
k'orker/Consultant, combine 
a l l  papers, removing dupli- 
cations; place f i l e  contain- 
ing combined papers i n  inac t ive  
f i l e ;  cu t  off inact ive f i l e  
s e r i e s  a t  end of each calendar 
year; hold i n  current f i l e s  
area 3 years; then destroy. 

Exception: 
t ransfer  to S ta t e  Archives 
fo r  permanent retention: , 
a11 paprtr  f o r  1979; and 
thereafter. a l l  papere f o r  
years ending i n  9. 



' A ~ p l i c a t i o n  f o r  Records Retention Schedule 

Child Care Licensing Services 
I- 

7 

Apple 
No. Description 

GROUP DAY CARE CENTER LICEN- 

7- L/.b? SING FILES - Documents relat- 
ing  t o  l icensing f a c i l i t i e s  ' 

f o r  day care services. In- 
cluded are: form DCS/SSS(l) 
-10 (Application f o r  License) 
which shows name and address 
of f a c i l i t y ,  number of persons 
receiving care, hours i n  which 
care is  given, number of s t a f f ,  
descr ip t ion  of se rv ices  offered 
and hours of operation, descrip- 
t i o n  of physical  f a c i l i t i e s ,  and 
s igna tures  of o f f i c i a l s  of the  
Governing Board and Proprietor;  
n o t i f i c a t i o n  t h a t  l i cense  has 
been issued f o r  given period of 
time; Relicensing Sumary and 
Recommendations (a repor t  as t o  
what has been accomplished and 
what needs t o  be  done i n  order 
t o  f u l f i l l  requirements f o r  
re l icens ing) ;  repor t s  of in- 
ves t iga t ion  i n  response t o  com- 
p l a in t s ;  form DCS/SSS(1)-22 
(Licensing Record) shows fa- 
c i l i t y  name and number, county, 
da t e  of appl icat ion,  d a t e  of 
inspect ion f o r  food service,  
f i r e  safety,  l i cense ,  type of 
license, capacity,  and worker 
on duty; DCS/SSS(l)-38 (Mem- 
orandum of V i s i t )  shows name of 
DHR worker, d a t e  of v i s i t ,  n a m e  
and address of f a c i l i t y ,  name of 
person contacted, purpose of 
v i s i t ,  f indings as t o  number of 
chi ldren,  number of s t a f f ,  
whether o r  not  ch i ld / s t a f f  ra- 
t i o s  are adequate and i n  ac- 
cordance with l icensing require- 
ments, and notat ions as t o  what 
is needed t o  meet requirements 
f o r  s a f e t y  a t  the  f a c i l i t y ;  and 
r e l a t ed  correspondence. The 
f i l e  is  arranged alphabet ical ly  
by name of f a c i l i t y .  

Disposition 

Active F i l e s  I._- 

Child Care Licensing 

D i s t r i c t  Office 

S ta t<  Central Child Care 
Licensing Office 

Worker/ Consultant -. 

Cut off f i l e  series a t  end of 
each calendar year; hold in  I -  
current  f i l e s  area 3 years: 
then destroy. 

Exception: 

- 
t ransfer  to  State Archives 
fo r  permanent retention: 
a l l  papers f o r  years ending 
i n  -3-. 

Should f a c i l i t y  l icense be 
terminated fo r  any reason: --- 

Child Care Licensing 
Worker 1 Consultant 

Upon termination of l icense 
f o r  a par t icu lar  f a c i l i t y ,  
remove current licensing 
summary statements, f i r e  and 
heal th  inspect ions, memos, 
notes from drop-in v t s i t s .  
measurements and blueprints, 
l e t t e r s ,  self-study. and 
appl icat ion fo r  license; 
t ransfer  above-listed papers 
t o  S ta te  Central Child Care 
Licensing Office; destroy 
a l l  other papers. 

Upon terninat ion of l icense 
f o r  par t icu lar  f a c i l i t y ,  
destroy a l l  papers pertaining 
to  tha t  operation. 

D i s t r i c t  Office 

S ta t e  Central Child Care 
Licensing Office 

Upon receipt  of records from 
WorkerIConsultant. combine 
a l l  papers, removing dupli- 
cations; place f i l e  contain- 
ing combined papers i n  inact ive 
f i l e ;  cut off inact ive f i l e  
s e r i e s  a t  end of each calendar 
year; hold in current f i l e s  
area 3 years; then destroy. 

Exception: 
t ransfer  to  S ta te  Archives 
fo r  permanent retention: 
a l l  papers for  years ending 
In -3-. 



, .  
, . .  
i Application f o r  Records Retention Schedule 

C h i l d  Care Licensing Services 
- 

Description 

CHILD GROUP HOME,, LICENSING 
FILES - Documents r e l a t ing  
t o  l icensing f a c i l i t i e s  t o  
operate as a group home 
(for youth who have the po- 
t e n t i a l  f o r  success i n  com- 
munity-based programs, but 
who are unable t o  l i v e  with 
parents, r e l a t ives ,  fo s t e r  
homes, etc.). Included are: 
nar ra t ive  repor t s  as t o  find- 
ings upon annual inspection 
of the  f a c i l i t y  and records 
fo r  l icensing review; and, 
where applicable,  recommenda- 
t ions f o r  improvement; le t ter  
notifying i n s t i t u t i o n  tha t  . 
c e r t i f i c a t e  has been issued; 
and re la ted  correspondence. 
The f i l e  is arranged alpha- 
be t ica l ly  by name of f a c i l i t y .  

Disposi tiotl 

Active F i l e s  

Child Care Licensing 
Worker1 Consultant 

D i s t r i c t  Office 

S ta t<  Central Child Care 
Licensing Off ice  

_. 

Cut off f i l e  series a t  end of 
each calendar year; hold i n  
current  f i l e s  area 3 years; 
then destroy. 

Exception: 

! 

t r ans fe r  t o  S ta t e  Archives 
f o r  permanent retention: 
all papers f o r  years ending 
i n  &. 

Should f a c i l i t y  l i cense  be 
terminated f o r  any reaEor. 

Child Care Licensing 
Worker I Consultant 

Upon termination of l i cense  
f o r  a par t icu lar  f a c i l i t y ,  
remove current  l icensing 
sumnary statements, f i r e  and 
heal th  inspections, memos. 
notes from drop-in visits, 
measurements and blueprints, 
l e t t e r s ,  self-study. and 
appl icat ion f o r  license; 
t ransfer  above-listed papers 
t o  S ta t e  Central Child Care 
Licensing Office; destroy 
a l l  other  papers. 

Upon termination of license 
fo r  par t icu lar  f ac i l l t y .  
destroy a l l  papers pertaining 
to tha t  operation. 

District Office ~ _ _ _ ~  

Sta t e  Central Child Care 
Licensing Office 

~ 

Upon rece ip t  of records from 
WorkerIConsultant. combine 
a l l  papers, removing dupli- 
cations; place f i l e  contain- 
ing combined papers i n  inact ive 
f i l e ;  c u t  off inac t ive  f i l e  
s e r i e s  a t  end of each calendar 
year; hold i n  current  f i l e s  
area 3 years; then destroy. 

Exception: 
t ransfer  to S ta t e  Archives 
f o r  permanent retention: 
a l l  papers fo r  years ending 
i n  -4-. 
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: Application f o r  Records.Retention Schedule 

Ehild Care Licensing Services 

Appl- 
No. Description 

REGIONAL YOUTH DEVEL~PMENT 
CENTER LICENSI~ '  FILES - DOC- 

facil i t ies t o  operate  as de- 
ten t ion  centers  f o r  chi ldren 
and youth who are awaiting 
juveni le  hear ings i n  court  
.or t r ans fe r  t o  another agency. 
Included are: na r ra t ive  re- 
p o r t s  as t o  f indings '  upon 

. annuai inspect ion of t h e  
f a c i l i t y ,  personnel and 
c l i e n t  records f o r  l i cens ing  
review and inter im drop-in 
visits; and, where applicable,  
recou&endations fo r  improve- 
ment; le t ter  not i fying ins t i - .  
t u t ion  t h a t  c e r t i f i c a t e  has 
been issued; 

Disposition 

Active F i le?  

Child Care Licensing 
Worker/ Consultant 

District Office 
-. 

Sta t e  Central Child Care 
Licensing Office _ .  

Cut off f i l e  s e r i e s  a t  end of 
each calendar year; hold i n  

then destroy. 
Exception: 

-- 

current  f i l e s  area 3 years; 1 '  

t r ans fe r  t o  S t a t e  Archives 
f o r  permanent retention: 
a l l  papers f o r  years ending 
in 3. 

Should f a c i l i t y  l i cense  be  
terminated f o r  any reason: ~ - - _ _  

Child Care Licensing 
Worker / Consultant 

Upon terminatiod of l i cense  
f o r  a pa r t i cu la r  f a c i l i t y ,  
remove current  l icensing 
summary statements, f i r e  and 
heal th  inspections, memos, 
notes  from drop-in v i s i t s ,  
measurements and blueprints ,  
l e t t e r s ,  self-study, and 
appl icat ion f o r  l icense;  
t ransfer  above-listed papers 
t o  S ta t e  Central Child Care 
Licensing Office; destroy 
a l l  other  papers. 

D i s t r i c t  Office 
L_ 

Upon termination of l i cense  
fo r  pa r t i cu la r  f a c i l i t y ,  
destroy a l l  papers per ta ining 
t o  tha t  operation. 

S t a t e  Central Child Care 
L i c e n s i n g  Office 

Upon r ece ip t  of records from 
WorkerlConsultant, combine 
a l l  papers, removing dupli- 
cations; place f i l e  contain- 
ing combined papers i n  inac t ive  
f i l e ;  cut off inac t ive  f i l e  
s e r i e s  a t  end of each calendar 
year; hold i n  cirrreiit f i l e s  
area 3 years; then destroy. 

Except ion: 
t ransfer  to S ta t e  Archives 
f o r  permanent re tent ion:  
a l l  papers for years ending 
i n  3. 


